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The purpose of this handout is to demonstrate how to convert the search results recorded in Excel format
into the document in Microsoft Word format.
1. Open the Excel document.

2. Double click on the right border of the header cell to get the columns to expand to fit all the content.

3. Select the rows have the ‘--' in them to represent the empty cell.

4. Click on “Conditional Formatting” which is found on the “Home” tab in the “Styles” group.

5. In the drop down menu select “New Rule”.

6. The New Formatting Rule window will pop up. Click on “Format only cells that contain”.

7. In the “Edit the Rule description:” section change the “Format only cells with:” Values to “Cell Value”
and “equal to”.

8. Click on the up arrow in the last box to the right.

9. Click on any cell that has the ‘--’ empty cell character in it. Click on the “X” in the upper right hand
corner of the window.

10.

Click on “Format…”.

11.

Click on the “Fill” tab.

12.
Select the color you would like the empty cells be. I prefer the second grey on the first column.
Click “OK”. Then click “OK” once more.

13.

You should see the cells with ‘--’ in them colored with your selected color.

15.

Open a New Word Blank document.

14.

Now press “Ctrl + A” to select all of your data, then press “Ctrl+C” to copy all of your data.

16.
In the new Word document click on the little down arrow under “Paste” on the “Home” tab
under the “Clipboard” group.

17.

Now Click “Paste Special…”

18.

The “Paste Special” window will pop up.

19.

Verify HTML Format is selected and click “OK”.

20.

Click on the column header row in the table, right click, and select “Table Properties”.

21.

The “Table Properties” window will pop up.

22.

Click on the “Row” tab.

23.

Check the checkbox in front of “Repeat as header row at the top of each page”.

24.

Click “OK”.

26.

The “Borders and Shading” window will pop up.

25.
Click on the arrow below “Borders” on the “Design Tab“ in the “Borders” group, then select
“Border and Shading…”.

27.

Click on the center of the diagram in the Preview section.

28.

Change the Width to 2¼ pt, then click on all the outside borders.

29.

Click “Ok”.

30.

Click “Page Number” on the “Insert” tab in the “Header & Footer” group.

31.

Select “Bottom of Page” and under “Page X of Y” select “Bold Numbers 1”.

33.

Select Landscape or Portrait.

32.
If you need change the orientation by clicking “Orientation” on the “Layout” tab, in the “Page
Setup” group.

